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PROFESSIONAL PROFILE
Team Leadership & Mentoring   ●   Operations Management   ●   Process Improvement


Highly motivated and results driven professional with exceptional written and verbal communication skills poised to transition from automotive management.  Wide range of experience including administrative/operational, systems, and process improvement.  Extensive experience in Advance Quality Planning, Procurement, Supply, and Engineering Change Management.  Additional experience as a technical writer/trainer and legal assistant/office administrator.  
RELEVANT SKILLS & ACCOMPLISHMENTS
•  Team Leadership & Mentoring

•  Business Process Improvement

•  Policy & Procedure Creation
•  Team Building & Coaching


•  New System Development

•  Balance Quality & Cost Reduction

•  Organization & Prioritization


•  Analyzing & Problem-Solving 

•  Dale Carnegie Highest Award for Achievement


PROFESSIONAL EXPERIENCE
Freelance 
2009 – Current
Scopist (Editor of Court Documents) 
· Proofread and edit depositions for format, content, and accuracy.  
· Work to strict deadlines.  
Chrysler LLC
1990 – 2008
Manager of Advance Quality Planning Systems & Reporting

· Managed staff of 8 technical specialists with responsibility for Quality systems and reporting.  Directed activities of IT staff of 10.  

· Integrated Chrysler systems with third-party system provider.  
· Eliminated third-party software provider resulting in $12 million annual cost reduction.
· Supported 300 Chrysler users and 5,000 supplier locations with documentation, training and helpline.  
Manager of Pilot, Launch & Change Management

· Led the Chrysler engineering change management team during the integration of Chrysler and Mercedes.  
· Managed 8 change specialists, 4 salaried bargaining unit analysts, 3 technical specialists and trainers.  Facilitated, coordinated and guided the engineering change process in the U.S., Canada and Austria.  Ensured compliance to the change notice business process.  Supervised the on-time ordering and delivery of PPAP approved parts for all pilot vehicle builds and launches.  

· Administered the engineering change management process and systems for both Chrysler and Tier 1 suppliers including the creation and delivery of training documentation to over 5,000 users.  

Manager of Production Control Programs

· Managed 5 systems analysts.  Administered all Production Control supplier communications systems such as material ordering and receipt systems, automated production part payment system, and supplier claims system.  

· Streamlined payment process and reduced cycle time by 50%.  
Senior Specialist in Strategic Systems Development

· Supervised 3 systems analysts.  Led the systems development, process improvements, testing and debugging applications for production purchasing, facilities & materials purchasing and supplier ratings. 
· Designed and developed new supplier ratings process and supporting systems.  
Additional Professional Experience includes Computer Education Specialist at O/E Learning, Inc.; Office Systems Coordinator at General Motors Corporation, Legal Staff; Legal Secretary at Dahlberg, Mallender & Gawne Law Firm; and Executive Secretary at D’arcy, MacManus & Masius Advertising Agency.  


EDUCATION
Master of Science in Administration  ●  Central Michigan University – Mt. Pleasant, MI
Bachelor of Science in Organizational Administration  ●  Central Michigan University – Mt. Pleasant, MI

HONORS, AWARDS AND ACTIVITIES
· Chrysler Global Sourcing Executive Vice President Recognition of Excellence Award

· Dale Carnegie, Highest Award for Achievement 
· Rosedale Park Improvement Association, President, Vice President, Director 
· Detroit 6th Precinct Police Community Relations Council 
· United Way Diversity Advisory Committee and Special Projects Committee 
· Affirmations Community Center Capital Campaign Committee and Multicultural Advisory Committee
· Detroit Public Schools Reading Corps Volunteer
Lotus Notes, Analytical, Microsoft Office, Microsoft Word, Microsoft PowerPoint, Microsoft Excel, PPAP, APQP, Purchasing, Buyer, Supply Chain Management, Training, Education, Process Improvement, Quality, Interpersonal Skills, Time Management, Work Ethic, Problem-Solving, Cost Reduction, Team Building, Coaching, Organization, Prioritization, 

